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SMALL BUSINESS BUREAU
MINISTRY of TOURISM, INDUSTRY and COMMERCE 

TERMS OF REFERENCE – ADMINISTRATIVE ASSISTANT
1. BACKGROUND
1.1 	In 2004, the Small Business Act was established to: (1) provide incentive regimes and support programmes for small businesses; (2) establish the Small Business Council (SBC), the Small Business Bureau (SBB) and (3) the Small Business Development Fund (SBDF). 
1.2 	The Small Business Council was established via Cabinet Decision in 2005 and consists of eleven (11) members from both the public and private sectors, appointed by His Excellency the President of the Cooperative Republic of Guyana. 
1.3 	The Small Business Act stipulates that the Minister shall establish the Small Business Development Fund, which will provide: 
a) Support and access to financing for small businesses. 
b) Non-financial services and assistance to help small businesses improve productivity and competitiveness.
c) Institutional support for organizations representing, promoting, supporting and strengthening small businesses. 
d) Funding for the expenses of the Bureau. 
1.4 	The SBC and SBB operate under the umbrella of the Ministry of Tourism, Industry and Commerce.
1.5	 The Small Business Bureau, under the Ministry of Tourism, Industry and Commerce, is the executing agency for all of the aforementioned.

2. JOB SUMMARY
The Administrative Assistant position is based at the Small Business Bureau Incubator Center (Belverdre Berbice), Region 6. Under the guidance of the Manager, the Administrative Assistant's primary role will be to provide administrative support to the Manager that allows for the effective functioning of the Small Business Bureau’s office.
3. JOB DESCRIPTION 
This position requires a master multi-tasker with excellent oral and written communication skills and an upbeat attitude. Candidate should be able to assist management, other staff, clients, and all visitors to the Small Business Bureau by handling office tasks and providing polite and professional assistance whether in person or through the utilization of varying means of communication such as telephone, mail, e-mail, and social media.
Interested candidate should be professional, polite, and attentive, as well as accurate. They must always be prepared and responsive, ready to face any situation head-on. The Administrative Assistant must be comfortable using computers, performing standard office activities, and, above all else, have a genuine desire to help others.
4. RESPONSIBILITIES
The essential duties and responsibilities of the Administrative Assistant include, but are not limited to the following: 
· Assists the Manager in maintaining all general filing, record keeping and other administrative duties. 

· Assists in taking minutes of meetings (when requested) and transcribing draft letters, memos and preparing payment requests, etc.

· Assist in scanning documents, distributing all mails signed by Manager; make copies and ensure all outbound mails and payment requests for PS signature are registered and dispatched promptly.

· Assists the Manager in storing, recording and issuing of stationery and Janitorial items to staff.

· Employs the use of information technology system in the execution of office duties.
· Assists in developing and maintaining a database of key contacts for Manager’s official use. 

· Receives visitors in a courteous and pleasant manner and inform the Manager when the visitors are for Manager. 


· Ensure information on attendance; lateness; for all staff are passed to the Manager on a daily basis. Assist in maintaining records on attendance of all staff. 

· Maintaining a register of the leave requests for all staff. As well as, assist in the preparation of leave letters for all staff. 

· Performs other related duties and responsibilities, as requested by the Manager.

5. QUALIFICATION 
· Diploma in Management, Business Administration, Human Resources or related field from a recognized tertiary institution. 
· An Administrative Professional Secretaries Diploma from a recognized tertiary institution.
6. GENERAL WORKING EXPERIENCE
· A minimum of five (5) years of professional work experience. 

7. SPECIFIC WORK EXPERIENCE
· A minimum of 3 years of clerical, secretarial, or office administration experience.

8. GENERAL SKILLS
· Proficient computer skills, including Microsoft Office and Google Workspace.
· Strong verbal and written communication skills.
· Ability to work independently as well as part of a team.
· Demonstrates excellent organizational skills with the ability to manage multiple tasks simultaneously.
· Proactive, take initiative, and well organized.
· Pleasant, courteous, and professional customer service skills.
· Records maintenance skills.
· Be able to engage in frequent interaction with a variety of people and work in a multicultural environment.
· Maintains the highest level of confidentiality and professionalism at all times.
· Time management skills.
9. DURATION OF APPOINTMENT
The position of Administrative Assistant is required on a one (1) year contractual basis. Renewal of contract for additional period, thereafter, is subject to satisfactory completion of initial contract.
10. REPORTING OBLIGATION/SUPERVISOR
The Administrative Assistant will report directly to the Manager or designate, and will be based at the Small Business Bureau, Region 6.
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